
Report Title:  HOTCARD STATUS/FAMILY NOTIFICATION REPORT 
Report aliases: HOTCARD STATUS 
   HOTCARD NOTIFICATIONS 
 
Why should I run this report? 
 

To identify PANs that will be administratively locked on the 1st of the following 
month.  Use this report to prevent interruption of services to the participant.  
Reasons a PAN may be administratively locked on the 1st of the following month 
include: 
 

• Split Family Transfer 
• Transfer to Non-EBT Site 

 
This detail report indentifies the: 
 

• PAN 
• Hotcard effective date 
• Status (reason for administrative lock) 
• Client’s contact information 
• Lock code (TR or DP) 

 
When should I run this report? 
 

On a daily basis after verifying your site had a good End-of-Day processing.  
Typically this would be the first thing in the morning as End-of-Day processing 
completes the evening before.  Some clinics run a manual End-of-Day process at 
other times during the day.  For these sites it is recommended they run the report 
once End-of-Day processing finishes.    
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How do I access the report? 
 
 Select  
 
  Reports| System & Status | HotCard Notifications (see Figure 1) 
 
   Figure 1 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

Printing Options (see Figure 2) 
 

Output can be sent to either the screen or to the printer.  This report 
does not require a date range and uses the system date to generate 
the report. 

 
Figure 2 
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What does the report look like? (see Figure 3) 
 

 Figure 3 
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How do I interpret these results? 
 

The report is designed to alert staff of all administratively locked PANs due to 
split-family transfers and transfer from EBT sites to Voucher sites.  This report 
will display all PANs with a future hotcard effective date.   

 
In our example, the system date is August 6th, 2008.  Three PANs are listed.  All 
have an effective date of September 1st, 2008. 
 

 The Martinez family has two clients, Blanca and Raul.  Only Raul is 
splitting off the card. 

 
 The Rodriguez family has three clients, Christopher, Melanie, and Ayden.  

All three are splitting off the card. 
 

 The Armendariz family has three clients, Olga, Mary, and Bernie.  The 
entire family is transferring to a Voucher site. 

 
Split-family transfers:  Your staff would contact each of these families and advise 
them of the pending transfer.  These families would need to return to the clinic 
prior to September 1.  Upon their visit, staff would complete the transfer process 
by removing advanced issuance from the card. 
 
Transfer to Non-EBT site:  These families would not need to be contacted.  They 
simply need to be advised to spend all of current month benefits before they 
move. 
 

FAQ 
 
#1 Why is it important to contact the parent/guardian prior to the first of next 
month?  To prevent interruption of services.  If the family does not return prior to the 
first of next month and attempts to shop, a lock will be placed on their card preventing 
them from redeeming their benefits.  Once the client returns to the clinic to have the lock 
removed, the client must wait until the following day to redeem his/her benefits.  If the 
client attempts to shop at the grocer on the same day as the lock is resolved, the card 
will once again become administratively locked by the grocer and require helpdesk 
intervention.  If the family visits the clinic prior to the first of next month, staff can 
complete the transfer process and prevent the card from being locked at the grocer. 
 
#2 What is the difference between the EBT Hotcard report and the Hotcard 
Notifications report?  The EBT Hotcard report is designed to identify when to schedule 
a Parent/Guardian for card and benefits replacement.  The Hotcard Notifications report 
is designed to alert staff of all PANs that will be administratively locked due to split 
family transfers and transfer from EBT to Voucher Sites.   
 

 Page 4 of 5 
Hotcard Status/Family Notification report.doc 

Revised on 08.19.08 



 Page 5 of 5 
Hotcard Status/Family Notification report.doc 

Revised on 08.19.08 

#3 The EBT Hotcard report previously faxed by the State Agency was an all 
inclusive report.  Why am I now required to run two separate reports?  The State 
Agency all inclusive report was run directly from the application used by the SA staff to 
place all administrative locks.  As the sites do not have access to this state database, 
staff is required to run two separate reports to capture all administrative locks. 
 
#4 I ran the report on July 1, 2008 and only see locks effective August 1, 2008.  
What happened to the locks effective July 1st?  The Hotcard Notification report will 
only display locks effective for a future date.  Today’s date (system date) is not included 
in the report. 
 
#5 How will I know which client is transferring?  Look at the LOCK CODE 
column.  All clients that will transfer will have a TR identifier. 
 
#6 Why does this report list transfer to non-EBT site?  This report is designed to 
capture all administrative locks with a future effective date.  
 
#7 Can I run this report at the admin office?  You can but the report is more 
meaningful if run at the clinic.  The report, if run at the admin office, will not show which 
clients are TR locked due to a split-family transfer.  As such, you would need to contact 
your clinic to identify which family members split off.  See FAQ #5. 
 
#8 Some clients show a lock code and others don’t.  Why?  The report shows all 
clients in the family regardless of their lock status.  The LOCK CODE column indicates 
which clients are affected by the transfer.  See FAQ #5 
 
#9 How can I find out which clinic they transferred to?  Call the Help Desk and 
ask for this information. 
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